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APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: S e  Publication No. 76-RM--1 for instructions on completini this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
Attention: Schedulinq Saction. 

- 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOAY 

RECORDS MANAGEMENT DIVISION 

FOR AGENCY USE . 
wlication I)m 

February 15' 1977 ~ 

mlication N u m b  
DHR-129 

1 HJR RECORDS MANAGEMENT USE 1. A g m q  Address 
Department  of Human R e s o u r c e s  I 

Division of Menta l  Heal t h / M e n t a l  
R e g i o n a l  H o s p i t a l s  
47 T r i n i t y  Avenue  
A t l a n t a ,  Georgia  

~~ _ 
&pikation Number 

77-?5?-  77-81  R e t a r d a t i  n b 
I I I c - PIrrontoContact Working T i e  Tdephone Number 

I. ActionRequested 

John A .  Bass (W. C l i f t o n )  Admn. A i d e  G I S T  324-4405 
c 

a. a Estabiirn R m t i o n  Schedule; record will continua to accumulate. 
b- 0 Dismsa of wesent accumulation: no further accumulation anticipated. 
c. 0 Amend Aoolication No. Checkone: II Chance: CI Supercede: II Void 

1. Dms of slr ies i 5. R e a d s  Serier Title (followed by tide ussd in office: if different) I Medicare  P a t i e n t  B i l l i n g  Files (See A t t a c h e d  L i s t i n g )  
Iar l i tn Latest 
1968 R r e s e n  t 

I I 
I. Division and Mia Function What is the function of the Division and the Office in which this record series is created? 
T h e  Division of Mental H e a l t h  and Mental  R e t a r d a t i o n  a d m i n i s t e r s  the programs for  m e n t a l  
h e a l t h ,  mental r e t a r d a t i o n ,  and other deve lopmen ta l  d i s a b i l i t i e s ;  a l c o h o l  and d r u g  a b u s e ;  
and t r a i n i n g  and r e s e a r c h .  T h i s  Division i s  a l so  concerned w i t h  community  m e n t a l  h e a l t h ,  and 
the a d m i n i s t r a t i o n  of the S t a t e  men ta l  h o s p i t a l s ;  and r e h a b i l i t a t i o n  and r e t a r d a t i o n  centers- 
s t a t e w i d e .  

G e o r g i a ' s  R e g i o n a l  H o s p i t a l s  ( S t a t e - f i n a n c e d  I n s t i t u t i o n s  and Medical  Centers) p r o v i d e  l o c a l -  
i z e d  c a r e  for o l d  p e o p l e  and their d i s e a s e s ;  a l c o h o l  and d r u g  a b u s e  clients; m e n t a l l y  i l l ,  
r e t a r d e d  and e m o t i o n a l l y  d i s t u r b e d  p e o p l e ;  c o n d u c t  t r a i n i n g  and e d u c a t i o n  for  p e r s o n s  who 
work i n  the v a r i o u s  programs of  men ta l  h e a l t h ;  and c a r r y  o u t  r e s e a r c h  w i t h  the objective of 
d e t e r m i n i n g  the c a u s e s  and p o s s i b l e  c u r e s  of m e n t a l  i l lness.  

(Agency- W i d e  Appl  i ,ca tions) 

'. R m r d  Sir* Description 

Documents relating to: 

This filr contains the following documents (indude f m  numberrand tides, if any): 
Amch samples of the file. 

lnduded are: 

File is arranged: 

I Monthly Reference Rate How often are records referred to which are: 

One to six months old -, . Seven to twelve months old ; Thirteen to twenty-four months old 
twenty-five months and older ? - 

B. Annud R i a  of Aaumulalon of Romrda , ,  
Letterlire drawars ; Legal4ze drawers ; Shelves ;Other (spscify) - . 



11. Rmmlon Rquinmnta fh. following requires the series to be kept: 

1. SatiLmv Y- d. Audit miod - years. 
b. Scrnm of limitation years. e. Adminimatiw wed 5 years. 
c Federallaw ye%% Y-. f. Federal rptention inmua'onr 5 

Attach cow or exart of laws or ngulations. Explain adminimatiw need. 

Social S e c u r i t y  Hospi tal  Manual HIM-10 

12 Approved Disposition Inmudons Thisagency rwrnrnends that the fi le Dries be cut off a t  the end of each: 
0 Calendar Ycer; 0 FirealYear: 0 Other See attachment then. 

- 
0 Hold in th. QUTMt f i b  area mth(s l  year($); then 
0 Transfer to local holding area; hold 
0 Tranrter to State Records Center: hold 
a DoSlrOY. 
0 Transfer to Sute Archim for permanern retention. 
0 othrr Ispscirvl 

year($); then 
yeads); then 

, I  

nm8 instructions apply to all prior and future accumulations of the series. 

leeommendations in para- 
raph 12 are approved. 
If disapprovdd, rmd, latra 
f axplwtian..l 

140-71 ;  Rm.70 

State Rnordr Committee (Signature) Date 



77- 79 MEDICARE INDIVIDUAL PATIENT FILES - 
Documents r e l a t i n g  to c l a i m s  f i l e d  
b y  the h o s p i t a l  f o r  r e imbursemen t  
f o r  services r e n d e r e d  t o  Meqicare 
p a t i e n t s  b y  a c e r t i f i e d  u n i t .  
I n c l u d e d  are Medicare A d m i s s i o n  
Notices (Forms CSH-609), p r o v i d e r  
c o p i e s  of  bil ls  (Forms SSA-1453 
f o r  P a r t  A and SSA-1554 for  P a r t  
B) for e a c h  s t a y  i n  a c e r t i f i e d  
u n i t  b y  a M e d i c a r e  e l i g i b l e  
p a t i e n t :  a S t a t e m e n t  o f  S e r v i c e s  
Rendered  (Forms CSH 638) f u r n i s h -  
ed b y  the Medicare Ward; a certi- 
f i c a t e  o f  the r e q u i r e d  p h y s i c i a n ' s  
c e r t i f i c a t i o n  and r e c e r t i f i c a t i o n :  
(Form CSH-19): a request t o  the 
Bureau o f  Heal th  I n s u r a n c e  for  
H e a l t h  I n s u r a n c e  number v e r i f i c a -  
t ion ( F o r m  SSA-1600); and corres- 
pondence  f r o m  the Bureau of 
Zfealth I n s u r a n c e  r e l a t i n g  t o  ad- 
j u s t m e n t s  and reasons f o r  mn- 
payment  o f  some o f  the bills. 
The  f i l e  is arranged  a l p h a b e t i -  
c a l l y  b y  p a t i e n t  name. 

U p o n  d e a t h ,  d i s c h a r g e  or i f  there i s  
no Medicare  B i l i i n g  A c t i v i t y  f o r  the 
p a s t  y e a r  p l a c e  f o l d e r s  i n  inactive 
f i l e :  c u t  o f f  inactive f i l e ~ a t  the 
e n d ' o f  the c a l e n d a r  y e a r ;  h o l d  i n  
current f i l e s  area  3 y e a r s ;  then  trans- 
f e r  t o  local h o l d i n g  area; hold for  2 
y e a r s ;  then d e s t r o y .  

77- MEDICARE PATIENT DATA CARLW FILES - 
Documents  r e l a t i n g  t o  each Med icare  
p a t i e n t ' s  s t a y ( s )  i n  a c e r t i f i e d  
u n i t  a t  C e n t r a l  S t a t e  H o s p i t a l .  
I n c l u d e d  are c a r d s  (Form CSH-628) 
w h i c h  s u m a r i z e  the b e n e f i t s  
a v a i l a b l e  and b e n e f i t s  u sed  b y  
e a c h  p a t i e n t .  
F i l e s  a re  arranged  a l p h a b e t i c a l l y  
b y  p a t i e n t  name. 

77- 90 MEDICARE BILLING FOFWS TRANSMITTAL 
FILES - Documents r e l a t i n g  to  each 
s h i p m e n t  of Med icare  b i l l s .  In- 
c l u d e d  i s  a f o r m  (SSA-1609) f o r  e a c h  
s h i p m e n t  f o r  e a c h  p r o v i d e r  f o r  each 
t y p e  o f  c l a i m ,  l i s t i n g  the p r o v i d e r  
name, p r o v i d e r  number, the number o f  
bills i n  each t r a n s m i t t a l  and the 
total  c h a r g e s .  
F i l e s  a r e  ar ranged  n u m e r i c a l l y  b y  
T r a n s m i t t a l  nwnber . 

Upon d e a t h ,  d i s c h a r g e  or i f  there i s  
no Medicare  B i l l i n g  A c t i v i t y  f o r  the 
p a s t  gear p l a c e  c a r d s  i n  i n a c t i v e  
f i l e ,  c u t  o f f  i n a c t i v e  f i l e  a t  the 
end o f  the c a l e n d a r  y e a r ;  h o l d  i n  
c u r r e n t  f i l e s  a r e a  3 y e a r s ;  then t r a n s -  
f e r  to l o c a l  h o l d i n g  a r e a ;  h o l d  f o r  2 
y e a r s ;  then d e s t r o y .  

C u t - o f f  f i l e  a t  the end o f  e a c h  f i s c a l  
year :  h o l d  i n  current f i l e s  a r e a  5 y e a r s :  
then d e s t r o y .  

Main tenance  Instructions - Ins tit u tions 
s h o u l d  u t i l i z e  their Loca l  Ho ld ing  Areas 
for s t o r a g e  o f  y e a r l y  a c c u m u l a t i o n s  any-  
t i m e  a f t e r  c u t - o f f .  



77- 9 1, MEDICARE PAYMENT LISTINGS - 
Documents r e l a t i n g  t o  the reimburse- 
ment o f  Med icare  c l a i m s  f i l e d .  In- 
c l u d e d  a r e  computer  p r i n t o u t s  f r o m  
the HEW Bureau of  H e a l t h  I n s u r a n c e  
l i s t i n g  the b i l l s  p a i d  ar ranged  b y  
t r a n s m i t t a l  number corresponding to  
the t r a n s m i t t a l  number i n  w h i c h  the 
c l a i m  was s u b m i t t e d  w i t h  a s u b - t o t a l  
f o r  e a c h  t r a n s m i t t a l  and total  a t  
the end o f  the p a y - l i s t .  A s e p a r a t e  
check i s  received for  e a c h  t y p e  of 
benefit  p a i d  u n d e r  the t r a n s m i t t a l  
and the check i s  t r a n m i t t e d  t o  the 
A c c o u n t i n g  O f f i c e .  The  f i l e  i s  
arranged  s e r i a l l y  b y  t r a n s m i t t a l  
number. 

C u t - o f f  f i l e  a t  the end of e a c h  f i s c a l  
y e a r ;  h o l d  i n  current f i l e s  a r e a  5 y e a r s ;  
then d e s t r o y .  

. Main tenance  I n s t r u c t i o n s  - I n s t i t u t i o n s  
s h o u l d  u t i l i z e  their Loca l  Ho ld ing  A r e a s  
for  s t o r a g e  of  y e a r l y  a c c u m u l a t i o n s  any-  
t i m e  a f t e r  c u  t - o f f  . 



, . L *  - 
. Depar tment  of Human R e s o u r c e s  
-Divis ion of Mental  H e a l t h  .& Mental  R e t a r d a t i o n  

R e g i o n a l  H o s p i t a l s  
47 T r i n i t y  Avenue  
A t l a n t a ,  Georg ia  
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#6 ( c o n t i n u e d )  

The  Med icare  B i l l i n g  Section involves p r e p a r a t i o n  of Med icare  bills for services 
rendered to  Med icare  e l i g i b l e  patients b y  certified u n i t s  of  CSH f r o m  i n f o r m a t i o n  
furnished b y  these u n i t s .  T r a n s m i t t a l  of the bi l ls  t o  the Bureau o f  H e a l t h  Insur- 
a n c e  for paymen t ,  r e c e i v i n g  paymen t s ,  r e c o n c i l i n g  paymen t s  w i t h  the p a y l i s t i n g s  
f r o m  the Bureau of  H e a l t h  I n s u r a n c e ,  s u b m i t t i n g  a d j u s t m e n t  r e q u e s t s  when n e c e s s a r y ,  
and f u r n i s h i n g  s u c h  s u p p o r t i n g  i n f o r m a t i o n  and documents  a s  r e q u i r e d  when r e q u e s t e d  
t o  do  so b y  the Bureau of H e a l t h  I n s u r a n c e .  T r a n s m i t t i n g  checks received to the 
A c c o u n t i n g  O f f i c e  a l o n g  w i t h  the p a y l i s t .  


